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AMS PAPERWORK & ANSGEMENT AWARD 

mommmavion ge] STATINTL 

| CENTRAL INTELLIGENCE AGENCY | 
AGCOMPLENMENT 


hae served as the Central Intelligence Agency's Records 
Adrcinistration Officer eince 953 and has bad a key role im developing high- 
ly effective records and paperwork ruznagerment programs of which the 
Agency ia justly proud. kn addition to his important achievements in im- 
groving the world-wide records keeping systeza of C1A, be has initiated, ca- 
ordineted, and furnished the technical loadership in the eatablishment of uni- 
form standards and procedures for the ratentios and disposal of intelligence 
materiais in other clecents of the intelligence coramuanity of the United 
States. He is particularly acted for the development of a Vital Material» 
Fyogram which bas been a model for other Federal ageacias. — 


aa. developed an effective cecentralised records system 
in CIA WE progreins te meet each major component's particular requira- : 
monte and special procedures to copa with security considerations inherent . 
im ovary phase of records and paperwork mainteannce and centrol in this 

Agency. CIA now hes one of the most sophisticated recerds and paperwork 
swmagecaent eysteme in the Federer] Govorament. was the STATINTL 
detving force in focasing attention on this critical area of management, «od 

\because of hia professional competence and experience he has geined the 

aupport of tap management and the cooperation and particigation of officials 

at all levals in the Agency. lie is an effective promotor end has inspired 

officials in CLA ana others in the Federal Government te professional pa per- 

work management achievements by hie surveys, studies on special projects, 
training Hime, briefings, and aie Vitel Kecords Workshops. 


E 
a 


io ey ER pe ppmomreere consideration must be 
 givdan not only to the mag SrCli. recerds but ales te the complex'tice 


involved im handling sensitive intelligence recozvde end to the unuessl papere 
work services required ia the productisa of intelligence and ia the distribd- 
tion of vital decuments to the consumers. The diversity of CIA records 
(photographs, filme, recordings, and roaps, in addition te the large flow of 
docarmanta inte the Agency froin ail over the giebe) le compounded by the 
myriad of epecial security indicatore rnd the necesaity for strict compart- 
snentation on a meed-te-know basix to produc inue problems. Theae pre- 
bleme have presented challenges winch fas met with greet suc- 
coos, This he haa accomplished by applying goed pa perwork nuana gemeont 
principles and by ueing administrative iroagination to cope with unasusl pro-~ 
blamsa in paperwork rains gement. 
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MENT 


‘The CAA Records Adcainistzetion Program, dizected byl | STATINTL |: 
ie comprehensive in scope. HH covere all areas ia the manzgemest of CIA it 
dizectives, reperta, forrae, eocautanications, files, and rocords {rom date 
at creation te final stersge or destruction, kt encompuases staff mene ge~ 
cael of regordsa and poparwork in CIA intelilgesce collection activities in 
all party of ihe world aad the control, storage, and dispcsttion of intelli- 
genes Aotumente praparsed for the Fresident asd policy-makiag bodies in 
the United Staten. 


STATINTL The importance and irapact EE rare cree are 
attested by the many commendatio£ = eived from officials 

in our Agonmey ond the fact that other Coversumest agencies have emulaicd 

euccesaiul management technicues and procedures used in CIA records 

management. He was waouneuded by the Honorable McGeorge Bundy, 

Special Avaietant te the President fer Notional Security Afiaive, fer his sbie 

and efficient direction of the Recorda Management services rendered ta the 

Nationsl Seeurliy Council. The Asaistaat Archivist of the Unitad States 

| vequeated| st precert his Vitel Materials Pragram to all 

Govetumont departments and agencies through + member of Vital Record 

| Workshesa. Ia addition, other tgencies with unusually difficult security 

| probicms heve drawn on bia experience ts inapreva their paperwork mans que 

ment syateme aud the operations of their Recorde Centers, 


RESULTS 


STATINTL [—______]eontributions to effective records and paperwork manage - 
ment within CLA end other agencies have had enormous tangible and intan ble 

benefita. Ae a goeult of his leadersiip in premoting the dovelopanent af flex- 

| thie ond reaiiaiic records management standards and programs, the Agency 

| hae beaa able to cope succasgafally with a tramendous increase in valurne of 

| communications, documents, films, and photagraphs remilting from the 2c- 

coleseted fexapo of cold amd hot war activities, Ia xddition, he hss initiated 

1 aggressive programe to meet the new paperwork mauagement requirements 

of expanding alectranic deta processing operations. (Through the ready 

availability of records and the streamlining of methods and procedures, smer- 

gency requests in suppert of curre dt cperations are handled aupeditiousiy by 

the Agency Records Center. ) 


By tha development of a model Vital iMuterials Program guaranteeing 
the current selection, protection, and evailability of essential vecords, the 
successful continustion of intelligence support to the President ie aseured 

: is thne ef enemy attack of natural disaster. 
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in addition tu the important sovings te CIA in man-hours, equipgme ai 
supplies, and space that hawe resulted frara Horts, i eigas STATINTL- 
ficant savinge have aleo boon achiaved geace commuraity *y 
through his program to eliminate records in all agencies where they duplicate 


_ thoes of the originating pgeacy. 


«itis the consensye of officials in CIA that chieveme alATINTL - 
in the improvement of paperwork mesngement nz vared to the eu cess ; 
of this Agency's mwiesion end hive farthered the objectives of the Presid: at's 
Way an Waste in the Federal Coverament. 


Approved For Release 2002/05/17 : CIA-RDP84-00313R000100190009-2 


